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APPLICATION FOR RECOR os RETENTION scneouua | pOrics or Tue secneTARY om sTATE

AECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76~RM=1 for instructions on completing this form. Forward signed original to

Departmant of Archives and History, Records Managernent Division, 330 Capitol Avenue, Atlanta, Georgla, 30334,
Attention: Scheduling Section. , '

FORAGENCY USE = [ 1. Agency Address . FOR AECORDS MANAGEMENT USE

Aplication Dece | Georgia Department of Human Resources Application Number
- _ Division of Administration ~ Personnel '7 '7 - ' g '7

Appiicstion Numbee Services - Room 524'1'1‘ ' .. .. | Dste Received Date Complated :

: 47 Trinity Avenue W, “ oo o .o - : -

. : Atlanta, (Y,eorg ia ’38334 oot ooace D |UN 23 1977 IJUL 61977 -,
2. Person to Contact "~ . Working Title : Telephons Number
Flore Shields Chief Transactions & Leave Record Control Unit 656 51588 -

3. Acticn Requested

a. £ Esmbusn Retantion Sd\adulc. record will continue ta accumulate. AGENCY-WIDE APPLICATION
b O Dispose of puant accumulstion; no ‘further accumulation anttcn:ated

“Amend Ap ion — Check One: [ Changs: O Superoede, 0 _Veid
4, Detei of Series ' 5. Records Series Tltlo (followadby title used in office; tfdifferdnd
Earliest - Latest
1976 |to date ' Workm_e_n s Compensation Claim Files A _
8. Division srid Offics Function What is the function of the Division and the Office in which this record series is created?

The Division of Administration is responsible for providing administrative support to the
Department, This includes general accounting services; general suppoet services; . data,

processing and management information systems, patient accounts services; and persormel
services. : ' ’ ‘ S

T TE _[F""_".".;':'

Personnel Services provides leadership and support for the Department in the broad area of
personnel administration. _ : _ : L §

7. Rucord Series Description This file contains the foilowing dowments findudc farm numbers and tides, ifany): - <70
o ' ‘ Atuach samples of the file, S

, Octumaents relating to: processing ‘claims’ by employees for injurles and/or d:.sabilitz.es re;eived

at their job,

included are:  Tnitial MEdical Report (form no. 18 /Rev. 7/7&/) showing name and address of
employer; name, address of employee; patient's description of accident; date of
disability; date of first treatment: services engaged by; whether or not patient had

. prior impairment due to previous injury or disease; description of treatment; whether
or not there 1s permanent disability; date of service; type of medical services and
drugs} amount; doctor's name, address, and i.d. riumber and date; Employer's First
Report of InJury or Occupational Disease (GWC form 18 /Rev. 2~ 75/) shows informatién
about employer, employee, address, description as to how accident happened; injury; and
other information for reporting injury; physician, hospital, phamarcy bills; and
related correspondence. ST : _— -

Fnlc is arranged: A - (
alphabetically by last name of claimant. K o N
8. Monthly Referance Rate - How often ara records referred o which ara: ~

One to six months old‘k_j__dil..}l Seven to twe!ve manths old __!P__sﬂg.i‘.ilﬂ’hsrtm to twenty- four months oid _..___.;
tmntv tive manths and older ..‘E....._...._.? o _ B .

¥ kd

9 Anmul Rau of Awurmjlaﬂon of Records . ' ) ' e
_Ltt_ttr-ﬂz- drawers - .- l..cgal-sm drawers __; Shaives ; Other (specify)

AR-80-71; Rev. 78 T TQver)

" . - s — I [ PR . _ .
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vﬁ! NO 10. Questionnaire ~ {Place an "X’ in the proper col:m'n}

. 1s this the official copy of the sari ] : .
[:mt, pv t{gne ?s Compensation Board ‘ . A

w

'b. Does the soms contain confidentisi information rcqmrmg security handling? If yes, cite law or regulation.

¢, Ig this a vital record?

=% YR NN

_d. Does this series have historical or Iongm research value? '

¢. When one or two documaents in the file make it necessary to keep the entire file for a Iong perlod could these
documents be scheduled separateiv?

"

lnmmmmmmmmmmmummmm

-

g. Is the information contained.in this sries ever analyzed and/or recorded in a summamad report?
. X it ves, srtach copv.

h. Isthere a duphcatlon of this saries in gggr offlcc. orin _apotcher offim or agency? o

X if mz submitting
X i- i3 thia Wwﬁaﬂtﬂwm&mnﬂlm:d?

(B3

)

X . Doas the racord series result in a comouer orintdin? - I T L e

11. Rmntlon Requicsrmants The foilowing requnras the series to be kept

e . — .

o Satelaw - T —_yesrs. - d, Auditperiod = _ : _ .years,
- b, Statute of limitation - —VOATS, W, Administrative need 2 years.
¢. Pederal law R —_vesrs, %, Faderal retention instructions e VOB,

Attich‘ copy or excert of laws or uq’ulatibﬁt. _Exblain’_a&@nistrﬂivo need. . ' - . - . e

L o Y E P - : : ! - H . H . -

'('l

12 Ammol,pmuon |p¢:_f9cﬂqn!_ Thuaqnncv recomnnndsthatﬂ\cfllesaﬂesbocutoﬂatthaendofuch
T : - @ Callndlr’fur O Fiscal Year; &Other . , then, -

Central Personnel Section
ﬂ Halid in the current files ares ___.._._montl'l(s) 2 year(s); then = .- e : T
T Transter to local hoiding area; hold vear(sl then : Lol s ey i
L2 Transter to State Remrds Center; hold vear{sl. then -

< Destroy. : - :
2 Transfer to State Archives for purrnanent retention.
& Othor (Spocify) . '

DHR Offices outside the Atlanta Metro ‘Area
_ hold in current files area. 2 years, t}-gpgfe:‘tg_lpca',l_ho_‘ldiﬁgr area; hold_ 3 years;
‘ then destroy. T ' )

ety
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i Date | Racorda Munjggment Ofﬁenr (S' nature) .‘ -6ate
G/ 3/7-; éi..,e/ 16/23 / 77

— Stata Records Comgpittes (Signature) Date

-Recommaendations in para- e _ S
graph 12 are approvid. State Audjtor/Designea
(If disspproved, attach letter { ]
of explanation.) | Secre -Jtate/Designee

. . _
Attorney GeLoraichsignu

AR-I=T " Rev. 76




